
Aircruji Use & Policj*GirideIines 

The Department of Aviation has updated the >4ircrafrU s t  and PoIicy Guidelines. 
11 stipulates how slate agencies utilize aircraft scn71cesin carrying out h e  business of the 
Commonwealth. It has been ralified b) the Chief-of-Slaff- Secretary o i  the 
Co~nmnnaea l~h ,Secretq of Transpoflarion. and the Director o f the Depalmsnt of 
Avialion and became effective September 15,2005. 

Three priman changes were nude to the polic)-. 

1 .  Aircraft Outsourcing 

The Department maintains an executi\e aircraft fleet for the use of our 
Comnonu,ealrhleadership, yet i +e  recognize lhere will be times when the aircraft ;Ire 
already engaged and outside aircratl charter may be necessary. The policy simply 
requires nll aircraft requests be directed to D0.4V. hen chartering is Iiecessq, D04L' 
will charter thc aircraft 011behalf of the reqdesting agency to  best meet the needs of the 
customer based on factors such as expcnse, safety, m d  efficizncy. 

Rising fuel costs have mandated a small increase in the hourly operating cost of 
the DOAV aircraft. 

-1 
1 . Short Ficld Capability 

The amended policy adds the capability to use our single engine utility aircraft Po: 
passenger transport when the executi1,c flee! cannot meet a short field requirement. This 
allows access ro 100% of Virginia's public usc aitports. 



COMMONWEALTH of VIRGINIA 
Department of Aviatiorz 

5702 Gr~lfsrreunlh'nud 

VnDD .(8W)236-3624 
FAX (804) 236-3635 

Riclrlnnt~dIGrgirzin 2.3250-2423 

,-ipplicabiIity and I<espot~sihili+ 
T his policy applies lo  311 statc agencizs and tIw personrlcl dil.cztl> i ind<d by thc 

Treasure]-of Virgjrl~a.The Depart~rlentof .A\ iation (DO.41.) is rzsponsiblc L>rthe mamlenance 
and updare oS this poIic>. 

.4ircrilft Categitries 
Aircraft used for C'omrnu~~~vcalthbuslnrss tall inttj tl~rceca~egories:stale o\i.lled. 

chartel-cd, and p r iva t~ lyO U ' I I C ~ .  onncd  aircraft ma! of theP r j ~ a t e l ~  bc used at !lit discst t io~~ 
Agency He:id and arc ~~zirnbur-sedin accorda~iceM ith the' State I'ra\.el I<cgul;i:ions. 110AV 
OM 11cd and charter a~rcraitf ~ ~ l l o nt l ~ sprocedures dt.5ci-ibed 111 this 1701 I C Y .  

Elipi l~leI,-se~-s 
Thc employees of all slate act.ncies d11-ccllyIi~ndcdb! rllc Treasurer o f  Virginis maj. 

request the use nf stare owned a i rcrd t  andsor chartered aircraft. Elig~hleuct.lAinitiating Ihe t l igh~ 
mu5t submit t?ieimacheil -''l'raveI Kequesr & l'asscnger h1;uliSest Fn:-m" to hislher Cabinet 
Secretary o r  designee for approieal. The appro\-cdand slgnril request mtlst t l~enbe niailed or 
faxed lo I)O.\V at (8114) 231,-3b33. 

Pr~ssengersmay includc iu\.ited guests o r  y>:~use.iT s p x e  ISairaiiatlle, p r o ~ ~ i d e dthe user's 
Cabinct Secretary or rdc'sig~lee113sapproved the passcllgers in ad\.ance on the '-I'ra~~el &l<c~luest 
Passenger hlanlfcst Form". Invite3 guests and spouses mLi! ha\ e TRS implica~~ons. 

Agencies or indii*iduaIsI \ \W n-is11ro d u r e  t11c use of an l111;raAtu a clestirla~ionor. 
de~lin~itions and bl=pr~porlionatel!~along the smie route \vittl agreed upon schedules may do 50 

charged for their ponion of thc flight. Illdi\ iclual pn>3cngers \\'hi)dzsirc to !rasrcI on flighls 
schzduled b!; others parties may ellquire about seat a~.ail,itlilityb\  cL~lling[he DOAV Flipht 
Scheduler at ( K O 4  236-3639. 

Scheduling Priorities for .4irclAaft 
Priority for aircraii will hz gil-sn ti) the cr110r': o f i CC. Virgi,:ia E c o n ~ m i z  

L)cvelopmcnt Pnrtncrihip and for aerial photoyaphy il! tlic Vir-;il~iaDzparrment of 
Tr~~lspor ta t ir HI. All L)I~L'I.~ched l lli11; 1viI1be t )11 ;i iiss~-conle.fir~t-.wl.i.ciIb a i S .  C : ~ I L I C ~ ~ ] ~ ~ I C : I I L  

http:(DO.41.)


due LO prlarities, ;~!!houghrar c. ma). occu~f r r w  time 11) rime. b u ~Xic nnr1maI1~i ~ o tmade \\;thin 
72 hours of the scheduled flight d:lnrture. Flights ma! alw llz cancrlled ;it t h ~lsst minute duc 
to arcraft m;ijntenance. ncather 01.erneIgenc sir 11:itions. 

Flight Planning Consideratiorls 
As eIigihlz user5 cdtnpart. state aircraft a n d ' r ~ ~charter t6)othcr ~ilodesof transportation. 

thcy should consider the follon ins poin~s ,  

a .  	 Special Keed - Plle sligihlr user sflould al\\ a:.s cunslLiel-"special need" first. :\ 
specid w e d  may include a L I I I ~ ~ W  for security, confidentiality, or rralcelrequirzl:~en~ 

convenience that is cr)~~sidercd 
essrnlial in thc cc~uductuf  i ta le  bu5lncss 

b. 	 Schedule L)emandz - The user's schcllulz d c ~ ~ ~ ~ l n c i srhe ef'iicicnc?,of point -1opoi11t sir 
transprlrlalion that qtate or charter nircraf~ ~ ~ r r l \ides, enabling the uyer to rittend 
numerous rnce~ingsat wparate. disrzlnt locations. 

c. 	 - Costs fij Irate1 by othcr rnodcs should be c;il<ulateJ. lnclilde the cclst of 
transportat~on,lodging, M 6 I E  per dienl, grvund Ira]-tsportationat the destinarion, and 
:my other costs associated with Ihc trip. Rules of t h u n ~ b :  

( I  I Nnmm11y7a rouild trip e?tzce;ling 3 hours ( ~ i i o1i(>urscLiclidirccrion) o f  travel 
by anvtlicr mode of ~rr:~~spur-tati~)ncan jusrify the u.ie of' a state or c11;irrcr 
aircraft. 

( 2 )  Transpo~.tingfour clr illore pcoyle by slaw aircraft c~iil~~~~rtnall!,b? 
zompetjtiivexvitli com:nercial airh1ts. 

(3) Any trip be!,nuil 500 mile.; is normali~,cost c:t'fec~ii,e. 
d. 	 En~ployecTime - Employce time has a \.slue tv 1l7c agency. Timc am! frcm the 

workplace shouid be evaluated by the rei;ucsrjnp agency :IS parr of  the tola1 tl+a\.el 
cost. 

e. -- - sezurity requirements sbcl~i l~lSecuritv P e ~ s o ~ ~ n e l  he considcitd wl~cneixluating thc 
use of state or chartcr aircrafi.. 

()uestions should be directcd to t l ~ c130XV Flig!ll Scheduler C j r  (he Director, S;iftt>,and 
Operations Di~,isionat (504) 726-3639. 

I'roccss for Flight Rescl-vation 
The requester should communicate their trai t.1 necds ~ut l~cDO-AV 1-lig11t Scheduler. 

n h o  i!l determine the aircraft rcrluirement< and a1at lability of 5la:c oivned ajrcrdt. If $rate 
o u ~ l e daircraft are available. a hold will be placcd iln an approprialr aircraft pend~ngreceipt oi 
final approval. 

If state aircraft art  not as-ailable, IlOX\' will pro\-idc rhe cost to  chx te r  211 ~ i rc ra i ito tlw 
requestor. 7'11~DOL4Vhas the responsibility for pl:lrming, schzduliilg and oversight of charters 
fui-the CommonueaIth. Churer aircraft uill only be used when slarc olvtlrd aircraft arc n ~ t  
availablr or will not meet customer nccds. L;sc c?fchai-ter aircraft can bc Inore cosrly, but 1ii:ty be 
arranged if nccded. l'hc State ?'rn\.el Regulations rucpjre ~ h c1.~~1ucstingagency lo prcparz a 
ivritlr~lcostlbenefi: a~lalysisto i lrslify chartzring a n  :tircraft. This mil!-sis ~11i;uldhe rrt;liti.ed b!-
the requesting agency. The analysis may imril!ve 1 ~ 1 3 1 1 ~ ~  i discreti011of thec~\wsiderar011sat ~ h c  
requesting agency, and therefore. its corltcnt and f ~ r n l a tarc up ( ( 1  the reyucsti~igagcncy. 
Consjdcrations s l~lx~ldincludc as a minimum: flight ciwt compai-iv~ns-zmp lv~ectime. Ia!.over 
costs. and security issues. Rt.1t.r i(J the Statc Trai7el Regulations h r  ~Jdi l ionalguidance and 
rcquirernen~s.Upon receipt of requesting agcnc!, .ippro~izl,aircr:ifi charre r al-rangements ~1.il I be 
finalized. 



ll'hile the DOAV will nisist in plarming. and pri)\ i ~ i ecustolner a d v ~ c cand optrons. it is 
the reqponsibility of rhe using agent!, to ensurt: compliance ~iith all St.ite ?'mi el Regulations. 
The DOAI' Flight Scheduler will handle the schcdulirlg of all flights and ill e-mail or facsimile 
ths final ar~angcmentsarid deta~lq. 

Aircraft Requirements 
Ajrcnf i  requirernerlts for the custotner ~nissionprotile can i ~ sdiscussed with the DOAV 

Flight Scheduler., the DOylV profcssicnnl pilot Ff. or [he Director of' Flight Oper~tjonsand 
Safety lo ensure thc best aircra!i and creu are s~ le i tcdto ll~eel ~lecds.the c u s t o ~ ~ i c i  

:Iircraft Rates :rnd C'hargcs 

A ir.~,r$fi Pu,~.rc17g~r ~'/ lc/rgc ~'r!/i.i-cjS~?LYL/ 
Tiye T (Per.Hoi~!'j (.l,lilc5 f21"Hour) 
Citation Sjl! 8 $10110 450 hZPH 
(1et - Esecuti1.e Transporr) 

Kit12 Air BLOO 8 $875 
(Twin Turbine - Fxecutive ?'ratisport) 

Turbo Coumnander 7 $875 
(-l-\vinTurbine - Executive '!'ratispi)rt) 

When the executive transport aircraft can meet mission I-equircments, they will bc used 
for the mission. i ) ~  rhe mission n1;l.l. recluiri. a flight inlo a short air.fieId cvhercsome C ~ L ' L ~ ~ S ~ O I I S  

tile normal executive transport-aircraft c a ~ ~ n ~ o tland o r  t:ilit'~ff. !I'I\!L' need :irises. 1:)(.111V t t ~ yLISC 

its u i i l i t~aircrnft to mect the ~nissionrequirsmc~lt.The C:essna 706 is !~cjtan esciutive lransport 
aircraft. It is a slolk-er.utilitj. aircrafi r~scdfor  a \.ari<t!' of missj~onswithin the UOAV to include 
access illto shnrt airfields in Virginia. 

C'cssna 2\16 4 140 MPH 
(Single Engins Utili t l . )  

Noles: 
a. 	 If rc-positioning of aircrrift to acccl~nplishthe ~ntendcdf l i yh t  is necessary, 

custon~erswill be charged for the lime sccluired t n  ;?position the aircraft. 
b. 	 Crew expenses (e.2. 11~31s.lodgirlg. etc. ) ni!l he charged to tht. sppropriatc iiircraft 

user only [or o~ernightflights. Fstimatcs range from "d160 $0as high :IS $380 fi j r  tamo 
pilots. deporiding upon trm'eler's d e s t i n a ~ i ~ u .  

c. 	 T!lere is nu charge for crew waiting liriw-

Sliscellaneou~ 
All st;lte-owed aircraft are hased nt [he Dep:jr-tment of -41iaticul I lai~g~ir ,Ioca~edat Rich~~zoild 
Intc~n;i~ional 33250-2322, (804) 236-_;0;9.Airpoll. 5702 i-iulfstrcarn Road. Richtnond. J ' i r~ in ia  



~~~~~~~~~~,ns and other in for ma ti^:^^ conzerning DO.ZV can be fil~irid 1x1our ~ v e hsite a t  
~+7if~v. i laav.~~ireinia .~ov.  

slra~ii,n 

2 - OJ' 

Dircror oi' ..\vi31ion 



- --- 

-- 

.--Aircraft: 

-
Travel Request LQ I'assengcr Ilanifest Form 


Requested 

Kcquested by: nept: Date: _ 


Purpnsc of Flight: -

I
G t e d  Itinerary x e - 1 Time I Fliollt Rqoested --Pate1 , Depart 	 .i.Dcparr 
-- .-+--1 	 , j r r i i ~  

6 ,r i xK  r , 	 -4
Arrive 	 .Arri\ e 

.-
11-ii~e 

IT.Dcpart 

.4rrive I 

!Passenger Name 	 I Affiliatiu~l ' hlcthod of 

I ! Contact \ 


The Lkpartment of A\,iation reyuil-t.~a complete ~rianif'cston file bclilrr the aircraft departs any 

location. :In itineraq \till he faxed o r  c-mailed to the pet-strn rusponsihle w h o  initiates the requcst, 

for distribution amuag passenzers. 


Billing agency (and code i f  available): 

.4ddress: 	 --

I'hone: 	 -- l a x :  

I certify that m y  agency has complied n-iththc Statc 'l'riwet Kcgutations regarding use o f  State 

o r ~ n c dand/or chartered aircrart. 


Secretary iAutbori7,etl L)csigneefs Signature: -

Please return appro\,ed requests b!; I':tr to 804-23h-3643. 


